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16 CEHTEAL IMTELL 1 QEHCE 

T ~~ G- if. nrtFff 1 

c._ I. fb A2SC * 

ORGANIS ATION .BID HJilCTIOWS OF THE PERbOh'NEL DIVISION 

Reference : Changes Ij. 't.o GIG Administrative Order 
Mi dated 3 September I9I46 



the Administrative and 
be responsible for all 
ms op PI^> There is 
ivisibn ilk following 


25X1 A 


, 25X1 A 


25X1 A 


1. sa^smasxu 

There has been establish 
Personnel Branch, a Personnel 
personnel management functional 
hereby established - witbfn the 
operating sections : 

Classification and Gel ary Administivtion section 
/ > \ (activated) \ \ 

/ W j Aedical- Services Section (activated) \ 

/ • /s j procurement and Assessment Section -(activated) 

/ (d ) J Transactions and Records Section (activated) 

/ / J ? r y Hin-O ^ o c t i 0 n (to be activated) 

t\ (y Rgs.j; 1 quarters; and Headquarters, Detachment (to be 

/ V / N activated) ' \ • 

j \ fs) Vlaval Command (to be activated) \ 

1 \/ (h) , Employee ''..Relations Section (tdvbe' ; activated) 


|2. REbPORSTllItilTIES - 

i ' . ■ \ ‘ J '■ ... 

\ * j , H ? r f v 4 th are established the functions and responsibilities 

\ 01 tn©' above Sections: 

\ ■ j V- j ) ■ 

^ Classification and Salary Adminis tration Section: 

V ■ \ ; ,. • V j T" 

. <i \ i ('?-) .Evaluate the assignment of duties and respon- 
sibilities in connection >ith the establishment and 
classification oppositions in the departmental and 
liold service, in accordance with the provisions of the 

Classification Act \crp923, as amended. 

(2) establish one! maintain formal written allocation 
. standarcs and specifications of the duties and respon- 
sibilities of positions. 

(-3) ^ lan and eiiect a salary administration procram, 
with special emphasis on excepted and unvouchered positions-, 

(b) x repares studies and analysis of the utilisation 
ol personnel for use in connection with organizational 
problems. 


I 

! 
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(b) Medical Services bection : 

(1) Develop and operate an employees' health 

program. ■ . . 

(2) Provide complete medical services for employees 
including physical examination and x— my, and the treat- 
ment of illnesses end injuries incurred in line of duty. 

(3) Operate dispensaries and emergency, rooms. 

(c) Procurement and Assessment Section: 

i (•}•) Procure and assign personnel required for 
comcsiic and foreign operations , including military and 
naval personnel, iiiaxson. \tith the - <ar Department and 
Pavy Department on the procurement of service personnel. 

(2) .Assist operating officials in the establishment 
of qualification criteria. 

(3) Serve as liaison with personnel procurement 
sources, 

(h) Plan, organize and conduct psychological assess- 
ment programs to evaluate the abilities and qualifications 
of employees and applicants, 

(d) Transaction and Records dection: 


(l) Certify, post, file and maintain all personnel 
files and records, 

U) Control the processing of all personnel actions 
and documents pertaining to domestic and foreign employees. 

(3) Apply current Civil Service Rules and Regulations 
in tho execution ana processing of personnel actions and 
documents , 

(.a) Training Section: 

(1) Organise and conduct orientation, 011 -the-job 

training and post-employment programs for foreicn and -a- 
domestic employees. " ' ^ K 

f/ 

(2) Plan and execute the orientation program f»r 
employees. 

✓ 

(3) Prepare training and procedural manuals for all 
types of personnel, including stenographic and clerical. 
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( f ) — ' dquartcrs ' : - nd Hea dquarters Detachment ; 

(1) Conduct administrative activities afferti no mi 
military personnel assigned for duty. ° Ctine '- 11 

records madntain necessary personnel 
stores o? nuonl ^ insta11 and. maintain adequate 

personnel < ^ f d e ^ipmont required by military 
personnel, m accordance with military regulations. 

( g ) Naval Command : 

n i ^ Conduct administrative activities affecting all 
naval personnel assigned for duty. recoin* ..all 

raccr4 2) an?d\ a soipu“^?^ n i t „1^i\ e0 ?-f ry . P ! rSO ™° 1 

stores of supplies 

personnel, in accordance with naval^eXtiolSI 


( h ) Employee Relations Section : 


oporct^iv* off ir i larason bc ^ Uocn the employee and the 
involving the agency and the employee. 

(2) Conduct the efficiency ratin" -in 

e-ccor -.nee with Civil Cervicc rules and regulations. 

os uSoo^r- S°f dUCt ' i ^ Uan ac ^t v ities and serve 
i-Aff with credit unions, hospitalization and 

proiiiotional Activities ! ’ d *ves ^ 





Executive f#r Personnel 
and Administration 
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RE STRICTED 

October 19ii6 CENTRAL INTELLIGENCE GROUP 

25X1 A 

ORGANIZATION AND FUNCTIONS OF THE PEHtOHNEL DIVISION 

Reference: Changes h to CIG Administrative Order 25X1 A 

dated 3 September 19U6 

1. ORGANISATION 

There has been established, \rithin the Administrative and 
Personnel Branch, a Personnel Ji vis ion to be responsible for all 
personnel management functions and programs of CIG, There is 
hereby established within the Personnel bivision the following 
operating ejections: 

(a) Classification and b cl ary Administration section 
(activated) 

(b) Medical Services section (activated) 

(c) Procurement and Assessment Section (activated) 

(d) Transactions and Records Section (activated) 

(e) Training section (to be activated) 

(f) Headquarters and Headquarters Detachment (to be 
activated) 

(g) Haval Command (to be activated) 

(h) Employee Relations Section (to be activated) 

2. RBb POi EDIBILITIES 

Herewith are established the functions and responsibilities 
of the above Sections: 

(s-) C lassification and Salary Administration Section : 

■ (l) Evaluate the assignment of duties and respon- 
sibilities in connection with the establishment and 
classification of positions in the departmental and 
field service, in accordance with the previsions of the 
Classificatibn Act of 1923, as amended, 

(2) Establish and Maintain formal written allocation 
standards and specifications of the duties and respon- 
sibilities of positions, 

(3) Plan and effect a salary administration program, 
with special emphasis on excepted and unvouchered positions. 


(10 Prepares studies and analysis of the utilisation 
of personnel for use in connection with organizational 
problems , 
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(b) Medical Services Section : 

(1) Develop and operate an employees' health 
program, 

(2) Provide complete medical services for employees 
including physical examination and x-ray, and the treat- 
ment of illnesses and injuries incurred in line of duty. 

( 3 ) Operate dispensaries and emergency rooms-, 

(c) Procurement and ..ssossment Section : 

(1) Procure and assign personnel required for 
domestic and foreign operations, including military and 
naval personnel. Liaison \ath the ,ar Department and 
Pavy Department on the procurement of service personnel. 

(2) Assist operating officials in the establishment 
of qualification criteria. 

( 3 ) Servo as liaison with personnel procurement 
sources. 

0-0 Plan, organize and conduct psychological assess- 
ment programs to evaluate the abilities and qualifications 
of employees and applicants, 

(d) Transaction and Records Lection: 

(1) Certify, post, file and maintain all personnel 
files and records. 

(2) Control the processing of all personnel actions 
and documents pertaining to domestic and foreign employees. 

( 3 ) Apply current Civil Service Rules and Regulations 
in the execution and processing of personnel actions and 
documents, 

C.o) Training Section: 

(1) Organise and conduct orientation, on-the-job 
training and pest-employment programs for foreign and 
domestic employees. 

(2) Plan and execute' the orientation program f*r 
employees. 

( 3 ) Prepare training and procedural manuals for all 
-types of personnel, including stenographic and clerical. 
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( f ) Headquarters and Headquarters Detachment : 

(1) Conduct administrative activities affecting all 
military personnel assigned for duty. 

(2) Establish and maintain necessary personnel 
records ana discipline* and install and maintain adequate 
stores of supplies and equipment required by military 
personnel, in accordance with military regulations. 

(g) Naval Command ; 

(1) Conduct administrative activities affecting ..all 
naval personnel assigned for duty. 

(2) Establish and maintain necessary personnel 
records and discipline, and install and maintain adequate 
stores of supplies and equipment required by naval 
personnel, in accordance with naval regulations, 

(h) Employee Relations Section ; 

(1) eerve as liaison between the employee and the 
operating ofiicials in connection with omnloyec adjust- 
ments, .Recommend remedial action in morale casco 
involving the agency and the employee. 

(2) Conduct the efficiency rating program, in 
accordance with Civil Service rules and regulations, 

_ (3) Plan and conduct welfare activities and serve ' 
as liaison with credit unions, hospitalization and 
insurance organisations, organizational drives and 
promotional activities. 


25X1 A 

Executive f*r Personnel 
>and Administration 
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CENTRAL INTELLIGENCE GROUP 
INI' m-UEFXCE ROUT TNG SLIP ' 
Utovised 10 Sept 1946 )“ 


FRO] 

W 

TC 

l INITIAL' 

3 DATE 

- — _ 

DIRECTOR OF CENTRAL INTELLIGENCE 


f* 



EXECUTIVE TO THE DIRECTOR 

X 


II 



SECRETARY TO THE DIRECTOR 



Ih— 


Hg° UTIV E OFFICE; ASST. EXECUTIVE DIRECTOR 





ADVISORY COUNCIL 





EXECUTIVE FOR PERSONNEL & ADMINISTRATE 

/X 





CENTRAL RECORDS 
— 



— 


SECRETARY, NIA 



. 

)C 

CHIEF, INTERDEPARTMENTAL STAFF 



/<$ * P"' 


ASST. DIRECTOR, SPECIAL OPERATIONS 




- 

— ASST. DIRECTOR, RESEARCH & EVALUATION 




—ASST. DIRECTOR, COLLECTION & DISSEMINATION 





CHIEF, SECURITY TffiAwr.w 










25X1/ 


approval 

ACTION 

REC 0MMENDATI0N 

— - — SIGNATURE 
REMARKS: 


. INFORMATION 
.RETURN 

.PREPARATION OF REPLY 
. CONCURRENCE 


. DIRECT REFLY 
, COMMENT 
FILE 

DISPATCH 


TOP SECRET SECRET CONFIDENTIAL 


RESTRICTED UNCLASSIFIED 
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CENTRAL INTELLIGENCE -GROUP 
“ Approved hor K 


2001/07/1 


TOP SECRET f ilCT CONFIDENTIAL RISSTRICTEl25X1 A 

RDP81 -00728R0001 0005001 8-0 



REFERENCES: 


DIRECTOR OF CENTRAL INTELLIGENCE 


DEPUTY DIRECTOR, C. I.G. 


ASSISTANT TO THE DIRECTOR 


CHIEF OF OPERATIONAL SERVICES 


Aot 1 g. Chief, ICAPS 


CHIEF, CENTRAL PLANNING STAFF 


Policy A Review Branch 


I nformat ion Branch 


I ntell iqence Branch 


Security Branch 


Support Branch 


ENCLOSURES 


Changes 4 to CIG Draft of CIG Admin. 

Admini strative Order Order No. re 

dated 3 Sept. "Organization & 

1946 Functions of the 

Personnel Division" 



CHIEF, CENTRAL REPORTS STAFF 


w. Europe-Afr ica Branch 


E. . Europe-USSR Branch 


Middle East-lnd ia Branch 
Far East-Pacific Branch 


Western Hemisphere Branch 


-25*1 A 




ADMIN I 


Personnel Branch 


Budnet A Fiscal Branch 



RECOMMENDATION 


DIRECT REPLY 


25X1 A 


PREPARATION OF REPLY 


REMARKS: 


Attached draft is concurred in. 


Acting Chief, Interdepartmental 
Coordinating and Planning Staff 


(Continue "Remarks" on back, if necessary) 


25X1 A 


aesTiucTis 


TOP SECRET SECRET CONFIDENTIAL RESTRICTED 
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ARTOpyg^Re ^*1/07/1,2 : 

( Render will circle classification Top and Bottom ) 


CENTRAL INTELLIGENCE GROUP 
INTER-OFFICE ROUTING SLIP 
(Revised 10 Sept 1946) ~ 


10/7/U6 


FROM 


TO 

INITIALS 

DATE 


DIRECTOR OF CENTRAL INTELLIGENCE 





EXECUTIVE TO THE DIRECTOR 





SECRETARY TO THE DIRECTOR 





EXECUTIVE OFFICE: ASST. EXECUTIVE DIRECTOR 

2 




ADVISORY COUNCIL 




X 

EXECUTIVE FOR PERSONNEL & ADMINISTRATION 





CENTRAL RECORDS 





SECRETARY, NIA 





CHIEF, INTERDEPARTMENTAL STAFF 

1 




ASST. DIRECTOR, SPECIAL OPERATIONS • 





ASST. DIRECTOR, RESEARCH & EVALUATION 





ASST. DIRECTOR, COLLECTION & DISSEMINATION 





CHIEF, SECURITY BRANCH 















STATINTL 


2 APPROVAL 

ACTION 

RECOMMENDATION 

SIGNATURE 

REMARKS: 


. INFORMATION 
.RETURN 

.PREPARATION OF REPLY 
. CONCURRENCE 


DIRECT REPLY 

COMMENT 

FILE 

DISPATCH 


TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED 


/ 
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if 


STATINTL 


ETANDAflD FORM NO. 64 
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'Office Memorandum • united states government 


to 

FROM 
SUBJECT: 


Executive for Personnel and Administration . fj 

: Edward R. Saunders, Chief, Finance Division 

Proposed Procedure Issuance 


DATE: 1 October 19^6 


1. There is transmitted herewith the original and one copy of a ( 
draft of a GIG Administrative Order covering the organization, functions 
and responsibilities of the Personnel Division. This draft was developed 
in the Personnel Division and has been reviewed and approved by the 
Chief, Personnel Division. 

2. Will you kindly review this draft and if you consider it to be 
satisfactory please approve and release* 
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October 1946 

CENTRAL INTELLIGENCE GROUP 
C. I. Q. ADMINISTRATIVE 

ORGANIZATION AND FUNCTIONS OF THE PERSONNEL DIVISION 


Ruferonoe: 

1. ORGANIZATION 



4 to CIG Administrative Order 
dated 3 September 1946 


25X1 A 


25X1 A 


Thor* has been establiBhed,within the Administrative and Personnel 
Branoh,a Personnel Division to be responsible for all personnel manage- 
ment functions and programs of CIG. There is horeby established within 
the Personnel Division the following operating Seotions: 


fa) Classification and Salary Administration Section (activated) 
(b) Medioal Services Section (aotivated) 

(o) Procurement and Assessment Seotion (activated) 

(d) Transactions and Records Section (aotivated) 

(e) Training Section (to be activated) 

(f) Headquarters and Headquarters Detaohment (to bo activated) 

(g) Naval Command (to be aotivated) 

(h) Employee Relations Seotion (to be aotivated) 


2. RESPONSIBILITIES 


Herewith are established the functions and responsibilities of the 
above Seotions* 

( a ) Classification and Salary Administration Seotion : 

(1) Evaluate the assignment of duties and responsibilities 
in conneotion with the establishment and classification of 
positions in the departmental and field servioe, in accordance 
with the provisions of the Classification Act of 1923, as amended. 

(2) Establish and Maintain formal written allocation 
standards and, specifications of the duties and responsibilities 
of positions. 

(3) Plan and effect a salary administration program, with 
speoial emphasis on exoepted and unvouohered positions. 

( 4 ) Develop and maintain a sound organisation through 
studies and analysis of the utilisation of personnel. 
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(b) Modloal Sorvloes Seotion i ' 

(1) Dovolop and operate an employees' health program. 

(2) Provide complete medical services for employees 
Including physical examination and x-ray, and the treatment 
of illnesses and injuries inourrod in line of duty. 

(3) Operate dispensaries and emergency rooms. 

(c) procurement and Assessment Sectionx 

(1) Prooure and assign personnel required for domeotio 
and foreign operations, including military and naval personnel. 
Liaison with the War Department and Navy Department on the 
procurement of service personnel. 

(2) Assist operating officials in the establishment of 
qualification criteria. 

(3) Servo as liaison with personnel procurement sources. 

(4) Plan, organize and oonduot psychological assessment 
programs to evaluate the abilities and qualifications of 
employees and applicants. 

(d) Transaction and Records Seotion : 

Cl) Certify, post, file and maintain all personnel files 
and records. 

(2) Control the processing of all personnel actions and 
documents pertaining to domestio and foreign employees. 

(3) Apply ourrent Civil Service Rules and Regulations in 
the execution and processing of personnel actions and documents 

(a) Training Seotion; 

(1) Organize and conduct orientation, on-the-job training 
and post-employment programs for foreign and domestio employees 

1(2) Plan and execute the orientation program for employee 

(3) Prepare training and procedural manuals for all types 
of personnel, including stenographic and clerical. 


- 2 - 
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( 0 Heodguartoro find Head quarters Detachment: 

(1) Conduct administrative activitiea alfeoting all 
military personnel assigned for duty. 

(2) Lstabliah and maintain necessary personnel records 
and discipline, and install and maintain adequate stores of 
supplies and equipment required by military personnel, in 
aooordanoe with military regulatione. 

(g) Maval Command : 

(1) Conduct administrative activities affecting all 
naval personnel assigned for duty. 

„ i Establish and maintain necessary personnel records 

and discipline, and install und maintain adequate stores of 
supplies and equipment required by naval personnel, in 
aooordanoe with naval rogulationB. 

(h) Employee Relations Seotiont 

f 1 ! f ervo as liaison. between the employee and the operating 

^ C °T 0ti0nWithS ” !,l0jr,,< ’ ad i U “ tnl0at0 - 

employee a<>ti ° n l " mor,ao 0M0 ° involving the ngenoy and the 

with Civli°^™?! the efficiency rating urogrem, in accordance 
With Civil Service rule* and regulations. 

. (3) Conduot welfare activities and serve as 

liaison with credit unions, hospitalization and insurance 
organizations, organisational drives and promotional activities. 





f 
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R ESTRICTED 
October 19^6 


CEWU lilTELLIGEHCE GROUP 

c. i. o. administrative order H 


ORGANIZATION ADD TOHCTIONS OF THE PERSONNEL DIVISION 

Reference: Changes li to CIG Administrative Order 
Hdated 3 September I 9 I 46 

1. OROAiRCMi.T.T.ON 

inere^ iiac been established , vrithin the Administrative and 
Personnel Branch, a Personnel Division to be responsible for all 
personnel management functions and programs of CIG, There is 
hereby established within the Personnel Division the following 
operating ejections : 

(a) Classification and. D clary .'.drainistr. tion section 
(activated) 

(b) :..edical Cervices section (activated) 

(c) Procurement and Assessment Section (activated) 

(d) Transactions • and Records Section (activated) 

(e) Training section (to be activated) 

(l) Headquarters and Headquarters Detachment (to be 
activated) 

(g) Naval Command (to be activated) 

(h) Employee Relations Section (to be activated) 

2. RESPONSIBILITIES 

t Herewith are established the functions and responsibilities 
of the above Sections : 

( a ) Classification and Salary Administration Section : 

(1) Evaluate the assignment of duties and respon- 
sibilities in connection with the establishment and 
classification of positions in the departmental and 
field service, in accordance with the provisions of the 
Classification Act of 1923, as amended. 

(2) Establish and Maintain formal written allocation 
standards and specifications of the duties and respon- 
sibilities of positions, 

(3) Plan and effect a salary administration program, 
with special emphasis on excepted and unvouchered positions, 

(b) Prepares studies and analysis of the utilisation 
of personnel for use in connection with organisational 
problems , 


25X1 A 


25X1 A 


EFFECTIVE 30 JUNE 1947 CIO ADMINISTRATIVE ORDERS WILL REMAIN IN FORCE UNTIL 
CA1ICEIJRED OR .SMPPJlXimEIX - 
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(b) Medical Services Section: 


(1) Develop and operate an employees' health 
program, 

(2) Provide complete medical services for employees 
including physical examination c.nd x-ray, and the treat— 
mcnt of illnesses and injuries incurred in line of duty. 

(3) Operate dispensaries and emergency rooms. 

(c) Procurement and ..ssessmont Section; 

^ (l) fro cure and assign personnel required for 

domestic and foreign operations, including military and 
naval personnel. Liaison t/ith the .ar Department and 
Mavy Department on the procurement of service personnel. 

(2) Assist operating officials in the establishment 
of qualification criteria. 

(3) - Serve as liaison with personnel orocurement 
sources, 

(U) flan, organize and conduct psychological assess- 
ment programs to evaluate the abilities and qualifications 
of employees and applicants , 

(d) Transaction and Records oection: 

(1) Certify, post, file and maintain all personnel 
files and records, 

(2) Control the processing of all personnel actions 
and documents pertaining to domestic and foreign employees, 

i (3) Apply current Civil Service Rules and Regulations 
in tnc execution and processing of personnel actions and 
documents, 

(a) Training Section: 

(1) Organise and conduct orientation, on-the-job 
training and post-employment programs for foreign and 
domestic employees. 

(2) flan and execute the orientation program f#r 
employees . 

✓ 

(3) Prepare training and procedural manuals for all '■ 
types of personnel, including stenographic and clerical. 




% 

* 
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{£.) Headquarters and Headquarters Detachment ; 

(1) Conduct administrative activities affecting a 11 
military personnel assigned for duty, 

(2) Establish and maintain necessary personnel 
records and discipline* and install and maintain adequate 
stores of supplies and equipment required by military 1 
personnel* in accordance with military regulations, 

(g) Naval Command : 

(1) Conduct administrative activities affecting ..all 
naval personnel assigned for duty, 

(2) Establish and maintain necessary personnel 
records and discipline* and install and maintain adequate 
3 tores of supplies and equipment required by naval 
personnel* in accordance with naval regulations, 

(h) Employee Relations Section ; 

(1) derve as liaison between the employee and the 
operating officials in connection with employee adjust- 
ments, Hoc om. .end remedial action in morale cases 
involving the agency and the employee, 

(2) Conduct the efficiency rating program* in 
accordance with Civil Service rules and regulations, 

(3) Plan and conduct welfare activities and serve 
as liaison with credit unions* hospitalization and 
insurance organizations, organizational drives and 
promotional activities. 



Colonel* CAC 
Executive f»r Personnel 
and Administration 
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